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indexing will remain in draft and advisory in nature until such time that global indexing
can be supported by administrative rules.  In order to satisfy future requirements , however,
agencies may wish to consider recording (as text) those advanced elements that can readily
be obtained during basic indexing work.

Of primary consideration in the development of both the basic and advanced guidelines is
the compatibility of those index specifications needed for state and local records
management with those of emerging “metadata” standards, such as Government
Information Locator Service (GILS).  A high priority is given to unifying these
specifications under a single , statewide, indexing structure.

Records managers , information resource managers , and general administrators must
exercise professional judgment in making certain decisions about database indexing , given
the lack of precedence and absence of administrative rules.  These decisions should be
based on (1) a general familiarity with the public records law , (2) a specific knowledge of
statutes and regulations that govern the agency , and (3) a familiarity with the guidelines
contained in this document.  Agency legal counsel may be of assistance in these matters.

Insofar as resources permit , the division’s State Public Records Cataloging Services
(SPRCS) staff will be happy to provide advice about particular database indexing
situations.  This advice will reflect professional rather than legal opinion but may prove
helpful in framing the issues for decision makers.

Finally, in responding to the new indexing provisions , agencies are urged to look beyond
the immediate requirements of the law , toward developing a comprehensive records
management program , encompassing all types of public records—electronic , paper, and
microform.


